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OPNAV INSTRUCTION 4630.25E 
 
From: Chief of Naval Operations 
 
Subj: GOVERNMENT AIR TRANSPORTATION ELIGIBILITY  
 
Ref: (a) DoD Instruction 4515.13 of 22 January 2016 
  (b) OPNAV N41 ltr Ser N41/16U129840 of 26 Feb 16 (NOTAL) 
 
Encl: (1) Space Available Travel Request Memorandum Template 
 
1. Purpose.  To implement the Department of Defense (DoD) government air transportation 
eligibility policy within the Navy.  This revision expands and clarifies responsibilities for the 
Commanding Officer (CO), Naval Station Guantanamo, Bay Cuba related to Category VI Space 
Available (Space-A)  travel.  This instruction is a complete revision and should be reviewed in 
its entirety. 
 
2. Cancellation.  OPNAVINST 4630.25D. 
 
3. Background.  The Chief of Naval Operations (CNO) has the authority to review and approve 
government air travel requests.  This authority may be further delegated, in writing, to echelon 2 
commanders per reference (a). 
 
 a. Category VI Space-A travel is a privilege granted to individuals and must not be 
considered an entitlement.  Per National Security Decision Directive 280 and National Security 
Directive 28, DoD components will use the transportation services of U.S. commercial sources to 
the maximum extent practicable. 
 
 b. Commercial sources are all non-government transportation service providers offering 
services.  Commercial scheduled service applies to seats purchased on a regularly scheduled 
commercial airline, including but not limited to, flights operating under the U.S. Department of 
Transportation 380 Public Charter Program. 
 
4. Responsibilities 
 
 a. The Office of the Chief of Naval Operations, Logistics Programs and Business 
Operations Division (OPNAV N41) is the central point of contact for government air 
transportation eligibility.  
 
 b. Commander, U.S. Fleet Forces Command; Commander, U.S. Pacific Fleet; Chief, Naval 
Education and Training; and Commander, Navy Reserve Forces are delegated authority to 
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approve categories of passenger for travel within the continental United States when such travel 
is in direct support of the approving command, per reference (a).  Commanders will: 
 
  (1) Comply with reference (a) in all matters concerning government air transportation 
eligibility. 
 
  (2) Issue supplementary directives, as required, to implement reference (a). 
 
 c. CO, U.S. Naval Station, Guantanamo Bay, Cuba is responsible for implementing a 
Space-A Travel Program, per reference (a).  All previously granted waivers for air travel to and 
from Guantanamo Bay, Cuba were rescinded by reference (b).  The CO will: 
 
  (1) Issue supplementary policy or procedures, as required, to implement reference (a). 
 
  (2) Approve Category VI Space-A travel using the memorandum template in enclosure 
(1). 
 
  (3) As necessary, delegate this authority, in writing, to other tenant COs serving in a 
billet designated for pay grades O-6 or above.  No further delegation is authorized. 
 
  (4) Maintain local records of all Category VI Space-A travel requests per Secretary of the 
Navy (SECNAV) Manual 5210.1, under standard subject identification code 4650. 
 
 d. Individuals requesting Category VI Space-A travel to or from U.S. Naval Station, 
Guantanamo Bay must submit their request to the CO a minimum of 30 days in advance of 
requested travel dates, except in verified emergency situations.  Request for Category VI Space-
A travel will include: 
 
  (1) Purpose of visit for each traveler. 
 
  (2) Requested travel date(s) and date(s) of visit. 
 
  (3) A document validating that scheduled commercial transportation was not reasonably 
available.  Scheduled commercial transportation is considered reasonably available if seats are 
available within 2 days (before or after) of the requested travel date(s). 
 
  (4) Sponsor’s name, office, phone number, and traveler’s relationship to sponsor.  
 
5. Records Management.  Records created as a result of this instruction, regardless of media and 
format, must be managed per SECNAV Manual 5210.1 of January 2012. 
 
6. Review and Effective Date.  Per OPNAVINST 5215.17A, OPNAV N41 will review this 
instruction annually on the anniversary of its issuance date to ensure applicability, currency, and 



 OPNAVINST 4630.25E 
 18 Sep 2017 
 

3 

consistency with Federal, Department of Defense, SECNAV, and Navy policy and statutory 
authority using OPNAV 5215/40 Review of Instruction.  This instruction will be in effect for 5 
years, unless revised or cancelled in the interim, and will be reissued by the 5-year anniversary 
date if it is still required, unless it meets one of the exceptions in OPNAVINST 5215.17A, 
paragraph 9.  Otherwise, if the instruction is no longer required, it will be processed for 
cancellation as soon as the cancellation is known following the guidance in OPNAV Manual 
5215.1. 
 
 
 

D. R. SMITH 
Deputy Chief of Naval Operations 
(Fleet Readiness and Logistics) 

 
Releasability and distribution: 
This instruction is cleared for public release and is available electronically only via Department 
of the Navy Issuances Web site https://doni.documentservices.dla.mil/ 

https://doni.documentservices.dla.mil/


 OPNAVINST 4630.25E 
 18 Sep 2017 
 

Enclosure (1)  

SPACE AVAILABLE TRAVEL REQUEST MEMORANDUM TEMPLATE 
  
 4650 
 N00 
 DD MMM YY 
 
From: Commanding Officer, U.S. Naval Station, Guantanamo Bay, Cuba 
To:  Air Mobility Command 
 
Subj: SPACE AVAILABLE CATEGORY VI TRAVEL ELIGIBILITY LETTER 
 
Ref: (a) DoD Instruction 4515.13, Air Transportation Eligibility of 22 Jan 2016 
  (b) OPNAVINST 4630.25E 
 
1. Per references (a) and (b), this memorandum certifies that there is a lack of reasonably 
available commercial air travel.  Accordingly, this letter authorizes the below individual to travel 
in a Space Available (Space-A) Category VI status to/from U.S. Naval Station, Guantanamo 
Bay, Cuba to the first intermediate destination serviced by commercial aircraft. 
 
Traveler’s Name 
 
Last Name, First Name MI 
 
Excepted Category 
 
( ) DoD civilian (including nonappropriated fund) and their dependent (other than 
     Environmental Morale Leave). 
( ) United States Government agency employees and their dependent. 
( ) U.S. citizen DoD contractor personnel and their dependent. 
( ) Third country national direct hire employee assigned to Naval Station, Guantanamo Bay.  
( ) U.S. citizens with an approved visit request. 
 
2. Travelers will be prioritized last on the Space-A Category VI sign-up register. 
 
3. The traveler must present this letter; an approved SECNAV form 5512/1, Department of the 
Navy Local Population ID Card/Base Access Pass Registration or Command Sponsorship Letter; 
and a valid passport at the time of boarding. 
 
4. This letter is valid for [insert travel window, not greater than 14 days].  If you have any 
questions please contact the Air Passenger Terminal at [insert DSN and commercial phone 
number]. 
 

[CO’s Signature] 


